TAU BETA Pi 


TREASURER 


OVERVIEW 


1. Role and Responsibilities 


Welcome to the position of Treasurer! You’ve inherited an important 
position. The Treasurer is responsible for the finances of the chapter. 


The main role as Treasurer is making sure any and all bills are paid on 
time. The chapter has only a few sources of income, but many expenses. l'II 
discuss some of these below, as well as other responsibilities. 


Income 


From the University 


Each Fall, the College of Engineering awards money to all the student 
organizations. In order to receive funding from the College, we need to 
complete an application. The College will hold a meeting to explain how to fill 
out the application, and | recommend you attend. Before you can apply for 
the College funding, you must also apply to SGA for travel funding. You will 
NOT need to apply for travel funding for the National Convention or the 
District Convention (UNLESS a second person would like to attend the 
National Convention. In that case, you will need to apply for funding for the 
second representative.) This must be done at least 35 days in advance 
of the event. If it is not done soon enough, your application will be rejected. 
Do NOT expect to receive any funding from the college. Nearly all funding is 
reserved for project teams. 


From Initiates 


The initiates will pay their dues before initiation. About half of this will 
go to Nationals, and half to us. It’s difficult to estimate the number of 
initiates, but there are usually more in the Spring than in the Fall. 


Expenses 


Nationals 


The National organization does a good job of sending invoices (usually 
monthly). Usually, the President will order the bents or honor cords, and then 
the Treasurer will receive the invoice. So communication is key to avoid 
unpleasant surprises. Nationals will also send an invoice for initiate dues 


once the Secretary (or whoever gets to it first) has updated our roster with 
Nationals. The invoices are easy to pay. Simply forward the email to the 
Financial Officer that you contacted in the ‘Get Started’ document with a pay 
request form. 


K-State Division of Facilities 


When the invitation letters are mailed out, the Division of Facilities will 
send the advisor (Dean Fund as of 1/22) an invoice, and they will forward it to 
you or to the Financial Officer. Follow the same process for paying for the 
postage, forward the email to the Financial Officer with a pay request form. 


Reimbursements 


Oftentimes, officers will make purchases with their own money and 
expect to be reimbursed. At the first couple meetings, make sure to 
emphasis a couple key points: 


1. Purchases still need to be approved by the Treasurer and President in 
advance. Don’t let others think they can be reimbursed if they 
make purchases without permission. 

2. If they are approved for reimbursement, they must keep their 
itemized receipts and attach them to a completed pay request form. 
Without a receipt, the Financial Officer CANNOT give the individual a 


reimbursement._A credit card receipt will not work for reimbursement. 


Other/Miscellaneous 


There are many other expenses you will have to handle throughout the 
year. Examples include: catering, T-shirts, Pizza, etc. Be sure to stay on top 
of these items! 


Other Responsibilities 


Taxes 


Tau Beta Pi is a non-profit organization. Each year we have to file 
forms with the IRS in order to keep this status. This is done over the 
summer, so take the TBP documents with you to your internship. We file a 
990-N to declare our tax exempt status, and then we forward the approval 
email to TBP Nationals. If you log in to the TBP website, there is more 
information about this. You’ll have to create an account, link our EIN, and fill 
out their simple form. See the ‘Get Started’ document for more information. 


Financial Report 


The Treasurer is required to complete a financial report at the end of 
the school year. It is basically the same exact information provided to the 
IRS on form 990-N. 


Website 


It'd be best if you log in to the officer’s website and looked around a 
little bit. Take a look at the different documents and reports we have to turn 
in. See the president’s folder for the login. 


2. Resources 


All main resources are linked above in the appropriate sections. Other 
document-based resources can be found under the treasurer folder on the 
Google Drive. 


3. Lessons Learned 


1. Attend the information meeting at the beginning of the year. The chapter president 
should inform you of this meeting. 

2. Keep the register up to date! (THIS WILL BE A GOAL FOR 2023, TO DEVELOP SOME 
METHOD OF TRACKING EXPENDITURES). There is no online banking via the credit union. 
You will be dependent on your staying on top of the money yourself and reconciling with 
monthly statements. Chassy will email both the president and the treasurer of TBP a monthly 
expense report around the 20" of each month. 

3. Any donations need reported to the foundation. This is explained in the informational meeting. 

Taxes are essential! Do not forget to file them at the end of the academic year. 

5. You do not have unlimited funding and the College budget is tight. You need to be aware of the 
semester’s projected expenses and be realistically approving expenses as the semesters 
progress. 

6. Pizza is best purchased as mediums at 2.5 slices per person and 8 slices per pizza. Do not work 
in a safety factor. 


> 


7. Maintain great records so that the next treasurer can use your experience. The more data, the 
better. 

8. Work closely with Dean Fund and your president as issues or concerns arise. Communication is 
key. 

9. You oversee the money, not the president. You get the veto on expenses. Don’t be a softy to 
avoid disaster. 

10.When the next treasurer is elected, make sure he is well-informed and well-educated on how 
you do your job and of any spreadsheets you develop. The transition of the treasury is the 
most important to get right for the sake of all things being successfully conveyed. 

11.Try to have a net-positive balance (i.e. spend less than or equal to amount of revenue you 
bring in) at the end of the academic year so the next treasurer has something to work with. 

12.Once funding from the college is confirmed, use that money up on all viable expenditures 
before spending from our account. This money will just disappear! Use it all. 

13. Donations to our chapter are not tax deductible to the donor. 


14.Have fun and stay organized. 


